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	PROFILE


My career objective is to give my best in my professional pursuit for overall benefit and growth of the company that I serve by facing the challenges will show my caliber and gain excellent experiences.

I’m qualified and experienced as a Warehouse Coordinator and Transportation Coordinator with 3.6 years proven work experienced in Aluminum Construction Company in Dubai and 7 years of strong experienced handling a warehouse/store in my previous jobs.
I’m proficient in stocks inventory controlling, materials administration and coordination, and client relationship, managing logistics operations in computerized environment. 

I’m dedicated team leader who possess excellent management, problem solving, communication, people supervision and excellent computer skills. 
I’m proficient in working under pressure and adept in handling multiple tasks.
	WORK EXPERIENCE/S


June 17, 2013- December 28, 2016 (PETRA WAJHAT CO LLC- DUBAI UAE)

Warehouse Incharge & Transportation Coordinator
· To supervise, control and coordinate warehouse daily activities in accordance with company policies and as per ISO 9001 procedures.
· Ensuring that the warehouse are a safe environment and cleaned, stocks are properly organized, maintained stocks level. 
· Receiving, identifying and verifying the incoming materials both local and abroad as per standard procedures. 
· Ensure proper documentation and process discipline among team

· Maintain incoming materials and outgoing materials updated in daily basis using the ERP Tally System.
· Conduct periodic cycle checks and stock reconciliations.

· Monitor/Tracking of receivable materials as per LPO and delivered materials with specific details.
· Coordinates with purchase manager of any variances of the total amount of purchase orders against the suppliers invoice.
· Generate daily-monthly stock reports, quarterly and annually reports as requested by the management.
· Coordinates with the production manager or production supervisor for the alternative items, if the required items are not available in stocks.

· Coordinates with the suppliers if there is discrepancy of the delivered quantity against delivery note and if found any damages of the items.
· Prepare purchase requisition of the general materials.

· Assessing the external auditor during the audit.

· Ensure coordination of the maintenance and technician for the check-ups of equipment’s and maintenance of the power machines and manual machines.
· Ensure effective and efficient delivery of the products to the costumers as per the commitments.

· Prepare delivery note order as per the materials prepared and make sure the items are correct, with correct quantity and properly packed. 
· Ensure the required documents of the drivers are complete; drivers are well informed about the goods and with proper instructions.
· Handling the transactions of aluminum scrap, to be sold to the perfect buyer.
· Budgeting of the petty-cash of the drivers for the vehicle consumptions.

· Making monthly reports of the expenses of all the vehicles, including the monthly expenses of maintenance, petrol consumptions, and services.
July 11, 2011 – March 21, 2013 (COSTA CRUISHIP)

             Storeman 1 (Costa Romantica, Costa Atlantica, Costa Mediterannea)

· Receiving, identifying and verifying the incoming materials as per standard procedures.
· Routine physical Inventory count and maintaining minimum and maximum level of stocks.
· Directs and participate in the issuing of materials, tools and equipment requisitioned by operating crews.

· Initiates requisitions to replenish stock on the basis of material on hand in relation to departmental uses.

· Reviews inventory, records and departmental uses of supplies in order to prevent over stocking of materials with a low turnover rate.

· Inspects, supervise and participates in cleaning assigned storerooms.

· Performs related works as required.
February 28, 2008 – April 20, 2011 (Tamimi Global Company, Doha Qatar)

             Storekeeper Incharge (US Air Force Base)

· Receiving, identifying and verifying the incoming materials as per standard procedures. 
· Proper tagging of new received materials in order to followed 

First In First Out (FIFO) procedures and prioritize the new received frozen/cold items to be stored in Freezer and Cold room.
· To maintain proper records and updating location of the items once rearranged in order to have space for the new items.
· Routine physical Inventory count and maintaining minimum and maximum level of stocks.

· Responsible for the daily and monthly report of consumable items status.

· To initiate purchase requisitions for the replacement of stock of all regular store items whenever the stock level of any item of store approaches the minimum limit fixed in respect thereof.

· To initiate action for stoppage of further purchasing when the stock level approaches the
 maximum limit.
· Ensuring that the stores are a safe environment and cleaned, stocks are properly organized, maintained stocks level. 
March 2005 – March 2007 (Jollibee Maasin City)
            Food Storekeeper 
· Responsible for receiving, storing and issuing related food items.
· Responsible for the daily and monthly report of consumable items status.

· Proper tagging of new received materials in order to followed 

First In First Out (FIFO) procedures and prioritize the new received frozen/cold items to be stored in Freezer and Cold room.

· To maintain proper records and updating location of the items once rearranged in order to have space for the new items.
· Responsible for maintaining proper inventory rotations techniques by following the FIFO 

Methodology.
· Responsible of maintaining the cleanliness and orderliness of the outlet.
	SKILLS


· Holding of UAE driving license light vehicle (Automatic)

· ERP tally system, Excel, Word, PowerPoint, Internet Access
· Basic Knowledge of Adobe Photoshop and Autocad
	PERSONAL PROFILE


AGE

  
   :
31
CIVIL STATUS
   :
Married
CITIZENSHIP
   :
Filipino
LANGUAGE SPOKEN  :
English, Tagalog, Bisaya
             EDUCATION 

   :        BSED (Bachelor of Science in Education)
                                                                 Major in Mathematics.
I hereby attest that the above data are true and correct.
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